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Photo Documentation of Training Courses[footnoteRef:1] [1:  Based on a German version of HOFFMANN & BAUER 1995, and an English version of BAUER w/o Y., non-published manuscripts.
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Maria GERSTER-BENTAYA
A photo report is the summary of pictures of elaborated results of a facilitated event, normally put together in the sequence of the event, added with some scene pictures and a few comments. It is most helpful for those who participated in the event, however difficult to understand for non-participants, especially when they are “illiterate” with photo reports.
1 Why photo reports?
A photo report is an easy, fast and authentic way to document a facilitated event. Unlike a conventional report a photo report allows not only the tracing of contents and inputs but also of processes which had happened during a moderated session, be it a meeting or a training course. Compared to a written report, a photo report shows the following advantages:
· It is less work load than typing everything that has been mentioned on the cards; it can be produced in a very short time. The production of a photo report demands approximately 1 day per 20 to 30 pages. If a digital camera is available which allows the printout of the pictures immediately after the event, a report on a smaller event can be available one day after the event closes (in some cases, if specifically a ‘documentalist’ is hired, the photo report could be given to participants before they leave).
· A photo report reproduces the processes during an event more authentically than would be possible with a type-written report. Participants can recognize even their own handwriting and the processes during the sessions can be recalled better if the participants see the ‘original’ results in a picture and not as a typed copy of the results. Thus, participants indentify themselves much more with the results/outcomes of the event (processes and contents) in the form of photo reports than in the form of typed reports.
· If it is clear from the beginning that the results and processes of an event will be documented in a photo report, facilitators/trainers and participants are forced from the beginning to write legibly. This enhances also understanding and readability of the text during the sessions itself as everybody can read everything on the pin boards. Showing an example of a possible report at the beginning, encourages participants even more to take care about writing and visualization in general.
· Knowing that all results will be documented, it allows participants simply to participate without being bothered about how to take notes; they can participate with full attention.
· Lastly, a well-done photo report can serve as a means for exchange of experiences among facilitators and between the facilitator and the organizers.
2 Necessary equipment
Camera, tripod, laptop, photo editing program
There is no need to be an excellent photographer with sophisticated equipment. Nowadays, normal digital cameras and even mobile phones take excellent pictures. With some practice, you can find out at what distance and height you need to hold the camera to have a good angle and to take the complete board/flipchart etc. A photo editing program should be used to cut the “unnecessary” parts to ease the concentration of the content of the board.
If you have a lot of pictures to take, and you know your pictures often result in being wiggly, you may use also a tripod.
3 What will be photographed 
Usually, all inputs and working results which are produced and presented on flipcharts and pin boards, will be photographed. In addition, interesting scenes during the event like role plays and group work situations will be taken too. Photos from participants while they are active make the photo report livelier. 
Important inputs which are presented on transparencies or with projectors usually are exported to a word document and can then be inserted in the documentation file later when compiling the report. (Make sure, you have the files). Background papers are not part of the photo report but are handed out separately; if there is a lot of material, it is advisable to burn it on a CD where also the photo documentation will be put.
It would be nice, and more appealing if at least once, each participant appears in a picture, either as part of a group in action or as a portrait of about 6 x 8 cm height maximum.
For easy remembering, portraits are extremely helpful when they are put together with the participants’ list and addresses. This can be set up in the form of a table. Often, portraits are or can be taken during / for the presentation of participants, printed next to the presentation cards at the beginning of the event. 
According to our experiences, individuals are particular ‘proud’ of their report, their contributions and will identify more if they can see themselves in a facilitation situation. This is the more true for training courses on communication and facilitation.


4 How and when to take pictures?
Prerequisites
1. Good visualization contributes to good quality pictures, especially when observing the following hints:
· cover the pin boards with non-reflecting side of the paper to avoid disturbing reflexions on the picture;
· avoid using cards with dark colors whenever possible – except for clearly written headings as 
· use black makers – to have good . Too many 
2. Be well-organized: Numbering of pin boards and establishing a list of pin boards and flipcharts not only helps in keeping track of the elaborated boards but is extremely important for sequencing the boards in the documentation. This is even more important, if a third person is engaged to do the photo documentation that does not participate in the event. 
3. Be consequent: Each time, a picture is taken; you tick it on the list, for monitoring.
Make sure, you place the pin board / flipchart at a place with equal lightening – the best would be to take the pictures with daylight outside. Still you have to make sure that no shadows are one the board. It is less time consuming to carry the board to the terrace and take the picture outside than to edit the picture afterwards.
Usually, a pin board (or two flipcharts) can be photographed as one picture if the script is really nicely readable and the visualization follows the ‘rules of visualization’. If, however, the script is much smaller or difficult to read, it is recommended to take two pictures from a pin board (one from the upper and one from the lower end) or one picture from one flipchart.
Make sure a) you have the pin board taken, b) the quality of the pin board is good before you take off the cards of a board.
5 How to produce the photo report?
Basically, there are two ways to produce the report: manually or digitally. In the following, the digital designing is described. The procedure can be applied to the manual way using real scissors and glue for cutting and pasting. 
The photo report is produced in different steps:
Step 1: inventory of “raw material”
As mentioned earlier, a list of flipcharts, pin boards, powerpoint presentations should be established. With this list, the available pictures and files are compared to check whether all “raw material” is available. This must be done every evening / at the end of the day.
Make sure, all pictures are available and in the right sequence. The same for the presentations, and other kind of pictures from group work, and other events.
All content-pictures (inputs, results of group work, discussions etc.) are sequenced according to the sequence of the moderated event. Pictures of persons or groups are left aside (except for those pictures which clearly ‘belong’ to a certain topic of the event). In addition, each module (for training courses) starts with an overview of the module.
Step 2: Editing of pictures and files
Editing: lightening, size, cutting off what is outside the board /flipchart
Transforming ppt and jpg-files into word
Step 3: Layout of the pages of the report
Place picture, do not overload pages!
Sufficient place is left for comments and pictures of groups and single persons. Sometimes, even half a page could be reserved for a group picture if a certain training module does not fill the page fully. It is better to fill the rest of the page with a group picture than to start the next module in the middle of the page! While designing the pages, the ‘photo reporter’ should already know whether the comment to the single pictures will be long or short and will leave space accordingly. If the comments have to be translated into a second language, logically double space is necessary for comments.
In case the file gets too voluminous, save each day separately, however mind the page numbers.
Step 4: Adding comments to the content-pictures
Then, the comments to each picture are written in text boxes next to the respective pictures (some comments can be written across the whole page; others are only 3 cm across the page but quite long down the page etc.). 
Step 5: Adding pictures of group situations and individual persons 
And finally, the rest of the empty places on the pages is filled with pictures from group situations and individuals. Again: do not overload the pages!
Step 6: Finalizing the report and printing
The report is finalized by adding a cover page (which may include a picture, e.g. the group picture), an introduction, and annexes as required. 
Conversion into pdf. This format downsizes the volume and can be read easier.
For multiplying the report, print out one master copy, then photo copy it for participants, making sure the quality is well taken care.
Ideally, as it is more attractive, the whole report can be printed in color, if not, at least the cover page should be in color.
According to the home situation of participants, hand out a print version, or a pdf-file on CD, on memory stick, or place the report on a webpage for download, eventually protected with a password.
